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of the Sure-Rite Green Film Stencil with the Seal Tab¥ 
(patents pending). Dull film, easy-on-the-eyes green and 
press-to-seal Red Dot Seal Tabs (no messy glue) make 
stencil cutting a pleasure! Up to 15,000 clean, sharp copies 
with one stencil, too! Write today. 
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American Stencil Manufacturing Co. 
2714 Walnut St., Denver 5, Colo. 


Please send free sample of the Sure-Rite Green Film 
Stencil with the new Seal Tabs. 
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"In the Midwest, Call Your Panama-Beaver Man” 
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Our best wishes for a Merry Christmas 
and a Happy New Year. May all the 
things you do during the holiday season 
and throughout 1952 bring you peace 
of mind and happiness. 
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THE SECRETARY 


The 
President’s Message 


Dear Members of NSA: 

This is the season for celebrating “Peace on earth, good 
will toward men.” 

This year, as in many years past, the world is not at peace 
because of the selfishness and godlessness throughout the 
universe. We, of NSA, however, can help to overcome some 
of the doubts, fears and unhappiness in our country, by 
individually and collectively doing everything within our 
power to make everyone with whom we come in contact 
in our business and our home life, as happy as possible. 

Let the Golden Rule govern our every action so that this 
great Association may help those who are in need to carry 
on and find strength in the example we set them. 

As we enter upon the threshold of another year, we ex- 
tend to you, who have made possible the progress and suc- 
cess of our Association through your loyalty and coopera- 
tion, our heartiest thanks and wishes for all that is good in 
the New Year. 

In the words of Tiny Tim— 

“God Bless Us Everyone.” 
YOUR NATIONAL BOARD 








WHICH PHONE 
PROBLEM IS YOURS? 


And what do you know about the Hush-A-Phone 
though it has been on the market for thirty years? 















PRIVACY: 
For the secretary: 


1.. Avoids disturbing the 
“Boss” when taking care 
of phone calls—promotes 
office quiet. 

2. Safe-guards confidential 
conversations. 

3. Reduces nervous tension 
and fatigue because it 
gives good reception at 
the other end of the line 
though using a relaxed 
conversational volume of 

Hush-A-Phone Wt. 5 ozs. voice. 


The “BOSS”: 
Gives him control of privacy even with visitors at his 
desk; reduces nervous tension and fatigue; improves hearing. 





The Office as a Whole: Reduces the noise level by elim- 
inating the clamor of phone talk. Improves phone hearing. 


A Good Secretary informs berseif 
Write for literature. 


HUSH-A-PHONE CORP. 
Room 715, 65 Madison Ave., N. Y. C. 16 
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Letters from readers 





419 Fifth Avenue 

Huntington, W. Va. 

November 9, 1951 
Dear Editor: 

We enjoyed the cartoon by Dorothy Bond in THE SEC- 
RETARY. Do you have her address? We'd like to write 
her a note. 

Do you know how we could obtain a schedule of the 
“Business Show?” We're anxious to see it if it comes to 
our territory. The article sounded most interesting. 

Although we're wondering what happened to Southeast 
news reporter last time, we're delighted with all the im- 
provements in the magazine. As soon as it is delivered, I 
start receiving calls from the girls asking if I've read a 
certain article. Lots of luck to you. 

Sincerely, 
(Mrs.) Cleo M. Bagby, 
Huntington Chapter, NSA. 


Post Office Box 573 
Cornwall-on-Hudson, N.Y. 
November 13, 1951 

Dear Editor: 

My wife, a junior high school librarian, finds an almost 
complete lack of guidance material for teen-agers in the 
profession of secretaryship. She has decided to write a 
book on the subject for the teen-agers. 

She is a very busy school librarian, as well as housewife, 
so I have been detailed to gather the all-important material. 

I have been very much impressed with the work of C.P.S. 
I have the September and October numbers of the “Secre- 
tary,” and have learned a little about your aims. I would 
like to get all the other 1951 copies of the “Secretary,” and 
ask you if you will send them to me and bill me for them. 
So very important do I think CPS is that we should like to 
discuss it in our book. Will you be so kind as to send me 
any other literature you have on the subject of C.P.S., that 
you see fit. 

It is our hope that our efforts in writing a teen-age guid- 
ance book, Secretaryship,” will be welcomed as a step in 
recruiting for the profession. 

Sincerely, 
Girard L. McEntee 
Colonel, U. S. Army, Retired 





CLASSIFIED ADS 


Classified Advertising, 1Sc per word. Minimum 
charge, $2.50, payable in advance. 


WANTED: Executive Secretary by Midwestern firm. Salary 
open. All replies confidential. Send outline of experience, 
age, qualifications to Box 81, THE SECRETARY. 

POSTION OPEN: Secretary for advertising firm in Western 
Pennsylvania city. Variety of duties, five day week. All 
replies confidential. State age, experience, salary expected. 
Mail application to Box 97, THE SECRETARY. 

SWAP: Successful ideas for Membership Drives, Boss Night 
Dinners, and other social events. Write Box 89, THE 
SECRETARY. 
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by ALICIA COOGAN 


I am writing as an NSA representative to the Institute 
for Certifying Professional Secretaries. This verbose title 
has meant to many of you something shadowy and vague, 
or something apart from and beyond NSA. As individuals 
the members of the Institute will be introduced to NSA 
from month to month on this page, I want to tell you how 
I, an NSA member, see the Institute as a whole. 

NSA has a professional goal: that of elevating the stan- 
dards of the secretarial profession. When this goal has 
reached the point where its achievement is being main- 
tained, the term “Secretary” will no longer signify any con- 
fused idea the hearer or speaker chooses to ascribe to it. A 


ROBERT E. SLAUGHTER, 
Vice President of Gregg Pub- 
lishing Co., Business Educa- 
tion Division, McGraw Hill 
Book Co., and member of the 
CPS Institute, was awarded 
his B.A. degree by Fresno 
College, his M.A. by the Uni- 
versity of Southern California; 
and is a candidate for his 
Doctorate at Teachers College 
of Columbia University. Mr. 
Slaughter says, “My experi- 
ence in education and in busi- 
ness has involved closely both training and employment of 
secretaries. I am attracted to the CPS program because I am 
interested in adequate preparation of women and men en- 
tering this field and in establishing and promoting the im- 
portance and status of secretarial work in business, indus- 
try, government, and the professions. I hope that the 
program will be widely participated in by secretaries and 
that it will receive the respect and recognition of execu- 
tives that it deserves. I feel that a good beginning has been 
made and that the desire and effort to establish the pro- 
gram on a sound quality basis are highly desirable. Only by 
so doing will the program have the character and integrity 
that it must have to win the participation of secretaries and 
the respect and recognition of employers.” 





“Secretary ” will then necessarily mean a person of a high 
degree of judgment, poise, tact, culture, and intellect, and 
her profession will be considered, not a stepping-stone oc- 
cupation, but in itself a career of responsibility and power. 

One of the methods by which NSA has elected to work 
toward this goal is the CPS program, and the creation and 
maintenance of an Institute for CPS to establish and ad- 
minister the program. 

First and foremost, it is NSA’s Institute, created by NSA 
as a functioning part of NSA to serve the secretarial pro- 
fession. It is a means, not an end in itself. Its members are 
dedicated to furthering the goal of NSA, above and beyond 
pride of personal opinion or hope of personal glory in so 
doing. It can not afford expressions of individuality. Its 
opinions must be NSA opinions. Its actions must be NSA 
actions. 

The members of the Institute have a grave responsibility. 
They have been charged with the materialization of an 
ideal. These Institute members, each to his ability, have 
assumed this responsibility, and have set to work toward 
its fulfillment. As they function, the Institute members are 
growing individually and collectively in understanding, not 
only of each other, but of the secretarial profession, and the 
needs, aims, and desires of the secretaries for whose ultimate 
good they are working. The members of the Institute hum- 
bly realize that their best endeavors can only point the way, 
assist, and guide; and that it will be the secretaries them- 
selves who will make possible their own triumphs. 


ALICIA COOGAN, NSA 
representative to the Institute 
for CPS, was born in Mary- 
land, but throughout her life 
as wife, mother, and secre- 
tary, she has been part and 
parcel of New York City. She 
was educated at St. John’s 
School, Mountain Lakes, New 
Jersey; Goucher College, Bal- 
timore, Maryland; and the 
Packard Secretarial School in 
- New York, New York. Her 
first six years of secretarial 
work were in the casualty insurance field, followed by a 
four year period during which time she had three children. 
For the past nine years she has been secretary to Mr. Edgar 
J. Buttenheim of New York City, Publisher of The Ameri- 
can City Magazine and other trade papers. In 1949-50, 
Alicia served on the New York City Chapter Bulletin Com- 
mittee, and in 1950-51 she served as First Vice President 
of the New York City Chapter. Since that time, her ener- 
gies have been devoted to her duties as an NSA representa- 
tive to the Institute for CPS. Mrs. Coogan gives her views 
as NSA representative to CPS Institute in the article above. 
Alicia Coogan was among the large delegation from the 
New York City Chapter attending the Regional Meeting at 
the Hotel Clinton, Albany, New York, November 9-11. 
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Latest in a series featuring Top Secretaries in American Business Firms...including Northrop Aircraft Inc., Matson Navigation, Santa Fe Railway and Pacific Gas & Electric Company. 
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the Remington 
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Today, American Business realizes 
that it takes peak output in the 
office to achieve peak production 
in manufacturing and distribution. 
That's why top secretaries like 


like her prefer 
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Hoover's Miss Stoner go for the 
swift, effortless typing speed of 
the Electri-conomy -- those 20 clear 
carbon copies at one typing -- this 
handsome "Executype" for letters of 
true distinction that will be signed 
with pride -- and that glorious 
“alive-at-five" feeling because 
electricity does the work! 









Top Secretary ESTA STONER 
Secretary to H. W. Hoover, 
Chairman of the Board, The 
Hoover Company, says: “The 
Remington Electri-conomy is 
performing typing magic for me 
these days...it’s so fast and 


\ ' easy to operate and the work 
turned out is such a delight!” 
Y 
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Because there is no way to evaluate it monetarily, good 
will is usually carried on the corporate books at $1.00. Yet 
so important is it to the successful conduct of business today 
that corporations large and small invest approximately 
$100,000,000 annually through public relations firms alone 
in their organized efforts to win new friends and retain old 
ones. Add at least another $300,000,000 invested directly, 
and it can readily be seen that the creation of good will 
borders on “big business.” 

If you ladies wanted to, you could render these efforts 

useless practically overnight—which heaven forbid!—and 
given enough time and determination you could put out of 
business every firm represented in the National Secretaries 
Association. 
That's a pretty strong statement, but I wonder how many 
of you and your boss-men have stopped to consider your 
importance in the good will picture? Let me give you just 
one case history to show you what I mean: 

Frank Jones, whose name is fictitious but whose experi- 
ence was none the less real, was the genial, hard-working 
head of a small tugboating concern that was having quite 
a job making ends meet. One day a customer telephoned 
to register a mild complaint about how a Jones tug had 
handled one of his ships. Jones’ secretary, who had been 
with the firm twice as long as her boss and had assumed 
an air of proprietorship, curtly announced that Mr. Jones 
was out, added “Who's calling?”, then followed up with 
“What do you want to talk to him about?” The customer 
said he’d rather discuss the matter with Mr. Jones and asked 
when he would return. Here is the unbelievable but ver- 
batim secretarial reply: “I don’t know when he'll be back, 
but Mr. Jones is a very busy man and I handle all customer 
complaints. Now, what’s your trouble?” 

Despite Jones’ explanation that he kept his secretary on 
the payroll only because of her exceptional knowledge of 
the industry, his customer now questioned Jones’ judgment 
and cancelled his contract. The small towing concern for 
which Frank Jones had had such hopes didn’t survive the 
blow. 

Perhaps if you will remember this true story and under- 
stand that from a good will standpoint you are just as im- 
portant as an executive in your company, you will remem- 
ber also that your relationships with the public are with 
you every hour of the business day, for better or for worse. 

If you therefore want to help your company earn and 
maintain “good public relations’—#f, in other words, you 


DON’T UNDERESTIMATE 
YOUR POWER 





by ROBERT L. BARBOUR 


want to put your power to work on the side of your em- 
ployer—you will bear in mind that: 

1. Your company’s “public” is everyone with whom it 
has dealings, including fellow employees, customers, 
potential customers, building employees, dealers, job- 
bers, salesmen, suppliers, stockholders, competitors, 
business contemporaries, and the community at large. 

2. As human beings every one, whether salesman, presi- 
dent or charlady, they appreciate and have a right to 
expect from you courtesy, thoughtfulness, tact, and 
general good taste in demeanor. 

Meeting these good will requirements isn’t always easy 
in work as many-sided and responsible as yours, where in 
addition to typing three drafts of the world-shaking speech 
That Man is going to deliver tonight you must also act as 
his buffer, confidant, cheerer-upper, personal shopper, 
sounding board, nursemaid, appointment manager, news- 
paper clipper, prodder and bailer-outer. But when the go- 
ing gets rought and you're ready to throw in the towel, just 
remember that these other human beings whom you meet 
and with whom you deal in person and by telephone every 
day—and that even includes Him—also have their special 
problems, worries and regrets, some very real and others 
fancied but none the less gnawing. 

At such times, look in the mirror to see if your burden’s 
showing. Now’s your chance to brighten someone's day 
and build good will all in one deep, courageous breath! 
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$4.00 per doz. 
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@ Always Sharp 
@ Feels Sharp @ Stays Sharp 


FISHER PEN COMPANY 
757 Waveland Ave., Chicago 13, Ill. 
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SHARP-SHOOTING 


Snapshooting that gives you a wonderful and very per- 
sonal picture record of the people, things, and places you’d 
particularly like to remember, is an activity that goes on 
around the clock, the year around. Improvements in simple 
cameras and film plus synchronized flash have made indoor 
picture taking just as easy as the other kind—and you can 
do it in color as well as black-and-white. 

Let's look at the calendar and see what kind of pictures 
you might take each month and talk a little about how to 
do them. Of course, we'll start with December, not only 
because it is the current month, but because it offers un- 
rivaled opportunities for indoor pictures. 


DECEMBER 

Christmas, as a season, or a state of mind, actually begins 
along about the first week in December. It reaches its cli- 
max early on the morning of the 25th. Your Christmas pic- 
ture story can start with the first shopping tour—and go 
right on through the whole month. Christmas day itself is 
a snapshot grab bag—with every shot a prize plum. There 
are the family and the visitors, everyone of them in a holi- 
day mood; the parties and celebrations; the decorations and 
the tree; and the children, bright-eyed with their new toys 
on Christmas morning. 

This will require indoor picture making, since most of 
the big events take place there. How can you do it with a 
simple camera? Obviously, in this case your source of arti- 
ficial light is the important thing. You have a choice of 
two kinds—flash or illumination by photoflood lamps. 
Which you use will depend on your camera in some cases, 
on your personal preference in others. 


SYNCHRONIZED FLASH 


However, there’s no doubt but that synchronized flash is 
the easiest and offers you far wider scope for your snap- 
shooting. Even the simplest of the new cameras are equip- 
ped for this type of picture making. They can be fitted 
with a flash attachment, which is a holder for a tiny flash 
bulb. Once the attachment is slipped onto the camera and 
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the bulb inserted, all you have to do is find your picture in 
the view finder and press the button. The same action that 
opens the shutter will flash the bulb at just the right in- 
stant. 

When you take your pictures by this method you can 
roam about the room, or the house, at will, shooting when- 
ever you wish. It enables you to sneak up on your subject 
and shoot candidly, and thus catch some of those wonder- 
ful expressions of the natural joy of Christmastime. 

Synchronized flash is particularly good for picturing 
small children, pets, or any other subject that finds being 
still almost impossible. 


OPEN FLASH 


If your camera isn’t equipped for synchronized flash you 
can still make flash pictures. To do this you need only a 
simple hand flasher unit. Position the camera on a tripod 
or other solid support, set it for time or bulb exposure. 
When you are ready to make the picture open the shutter, 
flash your lamp, and close the shutter. It’s just a matter of 
1-2-3. 


PHOTOFLOOD 


Photoflood lamps can be screwed into ordinary light 
sockets; they burn brightly on ordinary house current and 
will last through many seasons of picture taking. If you are 
a beginner, you may want to start off by using just one 
lamp and work gradually into more elaborate setups to 
achieve special effects. The one lamp should be placed about 
seven feet from the subject, a little higher than his head 
and to one side of the camera. A reflector-type lamp is 
best for you can simply put it in your bridge lamp and 
won't have to buy a reflector. 

As compared to synchronized flash, use of photoflood 
lamps for illumination has both advantages and disadvan- 
tages. Your picture taking will not be. as flexible because 
of the time required for setting up and naturally your sub- 
jects will be more posed. However, it is less expensive be- 
cause of the long life of the photoflood lamps as compared 
to the one-time use of the tiny flash bulbs. 


SHOOTING IN COLOR 


Since Christmas abounds in color, it is one of the very 
best times for making color pictures. Roll film for color 
snapshots is now available in all standard sizes so that you 
can turn the simplest and oldest of models into a color 
camera. The pictures you will make this way are not to be 
confused with color transparancies which you project on a 
screen or enjoy through a viewer. Although the technical 
process is much different, as far as you are concerned these 
color snapshots are just like your black-and-whites. This 
is a film that has been vastly improved in recent months 
and will give you wonderful results well-worth the greater 
cost. 

This film comes in two different types—one for indoor 
use, the other for outdoor. However, if you happen to have 
the outdoor variety in your camera and you want to picture 
Santa Claus coming out of the chimney, you can do it if 
you use a blue-coated flash bulb which simulates daylight. 
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And remember you can use this type of film in the old 
faithful box camera that the family’s had around for years. 

Don’t overlook the joys of making color transparancies, 
especially if you've always had a longing for one of those 
smart little miniature cameras. These are now in the much 
lower price range. You can get a really good one for as 
little as $32, and that, comparatively speaking, is little in- 
deed. So far we've been talking about making pictures with 
simple, non-adjustable cameras. The miniatures, however, 
are adjustable and you will want to make the most of the 
greater latitude of picture making that feature offers. And 
the best way to make the most of it is to follow faithfully 
the instructions that come with camera and film. 


JANUARY 

The first month of the new year is traditionally a time 
for making resolutions. If you want to make some in regard 
to your picture taking, try resolving that 1952 will not be 
a year in which people will hear you say, “I wish I had a 
picture of that.” There'll be no need for you to say that if 
you always have the camera and film at hand whenever 
you're likely to see something you’d like to remember and 
to share with other people. 

Another good resolution is to make the most of the pic- 
tures you do take. If they are worth taking, they are worth 
keeping, and in good condition at that. The long winter 
evenings are a good time for sorting out your snapshots 
and mounting them in albums and scrapbooks. It will be 
fun to look through them again and at the same time res- 
cue from desk drawers, stationery boxes and similar hiding 
places where they would almost be certain to end up with 
curled and crumpled edges. 

The type of album is up to you. Some people like to 
keep large books in which they place their snaps chrono- 
logically while others prefer to keep a series of small albums 
devoted to special occasions or special people. These might 
bear labels ranging from “Vacation, 1950” to “The Life 
of Our Dog Rusty.” 


FEBRUARY 
If there is snow on the ground where you live—or if a 
winter vacation takes you to the northland for cold weather 





sports—outdoor picture taking is very much in order. Don’t 
let any talk you may have heard about snow picture making 
being a highly specialized field of photography scare you. 
Treat it just as you would if you were taking a picture of 
the same subject on a bright day in summer and go ahead 
and shoot. However, it is wise to stick to ordinary snapshot 
film when shooting black-and-white, rather than use one 
of the faster panchromatic films. The slow speed of the 
film will compensate to some degree for the brilliance of 
your subject. 

Unless you are where it is awfully, awfully cold you 
won't have to worry too much about the temperature’s 
effect on your camera. Just keep it in your pocket or but- 
toned inside a jacket when you aren't using it. 

This is also a season of the year for party giving—and 
here’s an idea that your friends may find amusing. Go 
through your snapshot collection and find pictures of each 
of your guests. Have duplicate prints made and mount cut 
outs from them on cards to mark the places at the Valen- 
tine luncheon table. 

MARCH 

The cold winds may still be blowing, but snow isn’t so 
plentiful and you are likely to be getting outdoors more and 
more. This is a good time of year to make pictures of your 
house before the trees begin to leaf. In summertime it is 
often nearly impossible to make good pictures of houses 
because of the shade. 

Usually our homes get into our pictures only as a part 
of the background. But you really should have some pic- 
tures in which it is featured. A professional photographer 
once remarked that the best ac: ‘ce he could give an ama- 
teur about this type of photography was “Fill the view 
finder with the house. Don’t try to get the whole neighbor- 
hood into the picture.” In other words, a house is a sizeable 
subject and if it is to be the feature, it should fill most of 
the area. Of course, if your intention is to show the house 
in relation to its surroundings, that’s a different matter. 

In any event, follow the rule that applies to every picture 
you take—look and look with care into the view finder to 
be sure you know exactly what the camera is seeing. Re- 
member that your eye has a far wider range than the cam- 
era’s lens—and that furthermore, it has a tendency to be 
selective. We sometimes just plain overlook the things we'd 
rather not see. Unfortunately, the camera is not endowed 
with those powers. 

Back to December for a few more suggestions. Christmas 
is just around the corner once more and greeting cards are 
one of the things on your mind. Photo greeting cards are 
the most personal ones you can send. The recipient knows 
at first glance that it came from you and there are many 
ways in which such cards can be made up. The easiest way 
for most amateurs is to select an appropriate negative and 
take it to a photofinisher. He'll show you a wide assortment 
of greeting forms on which the picture can be printed 
attractively and inexpensively. 

As far as the picture is concerned you can pick one you 
made the preceding Christmas, you can use one that has 
no relation to the holiday season, or you can make up one 
specially. Since many people send greeting cards to friends 
with whom they have no other contact in the course of the 
year, it is nice to have the picture reflect some current in- 
terest, hobby or activity to make easier the writing of the 
note that should go with the once a year communications. 
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THE SECRETARY 


N.S. A. IN THE NEWS 


The National Secretaries Association 
is currently receiving publicity in a 
number of well-known publications. 
This publicity does much to gain rec- 
ognition for the Association. 

Remington Rand advises that, in ad- 
dition to their double-page four-color 
spread in the November issue of THE 
SECRETARY, this same ad, in black 
and white, will appear in: 

The National Geographic Magazine, 

January, 1952 
American Magazine, February, 1952 
Collier's Weekly, February 29, 1952 


N. S. A. also was represented in the 
August issue of “Pathfinder” with an 
article entitled, “Take A Letter.” The 
August, 1951 issue of “Systems,” car- 
ried the article “Women in Business” 
by Sam L. Hooper, Sales Manager of 
Remington Rand, Typewriter Divi- 
sion. The November, 1951 issue of 
“Office” carried a story, “Miss Secre- 
tary of 1951” which included the re- 
sults of the nation-wide survey of 10,- 
000 secretaries conducted by National 
Market Analysis, Inc., and the story of 
Mrs. Lorene Bolt. 





e An outline of the Shareholder 
Relations Programs of corpora- 
tions have the largest number of 
shareholders. 

e Components of the comprehen- 
sive Shareholder Relations Pro- 
gram. 

e Analysis of Annual Reports of 
200 leading corporations. 


e A nation-wide survey of share- 
holder opinions on annual reports. 
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For CORPORATE MANAGEMENT 


@ Opinions and suggestions of 
security analysts and financial 
correspondents. 


e Corporate Annual Report Re- 
quirements for 17 states and the 
Securities and Exchange Commis- 
sion. 


e An analysis of Annual Report 
content of 34 utilities. 


e Practical Annual Reporting. 


A thorough analysis of Shareholder Relations, as well as a de- 
tailed examination of successful annual reporting with emphasis 
on its requirements and best methods of presentation is offered 
as a guide for today’s progressive corporate management. 


REUTER & BRAGDON, INC. 
610 WOOD STREET, PITTSBURGH 22, PA. 
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Missouri Regional 

The City of Roses, Cape Girardeau, 
and Girardot Chapter of NSA played 
hostess to the Missouri Regional Con- 
vention of N.S.A. October 26 to 28, 
1951. 

The Secretaries arriving for the 
Convention were greeted by Girardot 
members with Indian headdresses in 
keeping with the Girardot name. Soon 
all 97 Secretaries donned the Indian 
feathers and were off to spend an “Eve- 
ning at Kimbeland.” Our heartfelt 
thanks to the Boss of Esther Sanders, 
Mr. George Kimbel, and his wife, 
owners of the Kimbeland Stables, for 
the Cocktail Party in the lounge of the 
stable and the Horse Show just for 
Secretaries. Mrs. Kimbel gave an in- 
teresting and informative talk on the 
American Saddle Horse and showed 
several of the many horses, including 
their Champion, Stonewall Duke of 
Dixie. 

A welcome was extended by the 
President of Girardot Chapter, Miss 
Ielen Randol, who then turned the 
meeting over to Southwestern Vice 
President Mrs. Shella Sharpe of Wich- 
ita Falls, Texas. National Treasurer, 
Helen J. Boyle of Kansas City and 
Florence Crawford, Executive Secre- 
tary, attended the Regional. 

A Luncheon in the Rose Room on 
Saturday was followed by a Style Show. 
Members of Girardot Chapter modeled 
clothes from the Buckner Ragsdale 
Company. 

A Cocktail Party preceded the Great 
Feat and Pow-Wow on Saturday eve- 
ning. Dr. A. C. Magill, Governor of 
the 135th District Rotary International 
was the Toastmaster of the evening. 
Mrs. Virginia Chapman, Chairman of 
the Missouri Chapter’s Charity Project, 
“Ginny's Dream,” presented to G. A. 
Carrol, MD, of the Missouri Division 
of the American Cancer Society, the 
4th Annual check for the Home Serv- 
ice Division, amounting to $675.00 
bringing the total for four years to 
$2,525.00. A very clever program fea- 
turing the Indian theme was given by 
students of the Southeast Missouri 
State College. 

Mr. John Fabick, of the Fabick Trac- 
tor Company, through the courtesy of 
the R. B. Potashnick Company, ar- 
ranged for a luncheon and a two and 
one-half hour Mississippi River trip 
aboard the yacht Dude F on Sunday, 
the climax of a perfect weekend. 
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New EQUIPMENT and PROCEDURES 





CARBON FEEDMASTER (51) 


A device whose action feeds roll 
carbon paper only one space even 
though the tabulator is set for double 
or triple spacing and rewinds the car- 
bon paper for re-use, thus eliminating 
waste of unused carbon paper. 





A 
BUSINESS MACHINE STAND (54) 


This streamline-designed, all-welded 
tubular-steel unit is vibration free. Has 
no dangerous bolts or corners, walk- 
proof treads, and a handsome finish. 
Various models similar to this one to 
choose from. Ideal as a space saver. 





PAMPHLET AVAILABLE (56) 


This handy pamphlet answers any 
typing riddle from how to address a 
letter to a king to the use of that most 
tricky possessive. 


Ph 





LITE-MITE (52) 


A tiny, portable fluorescent lamp 
producing intense but cool illumina- 
tion, has swivel joints to allow adjust- 
ment to any position. Smooth con- 
tours and modern design in combina- 
tion with a black wrinkle finish offer 
a rugged yet refined appearance. 








PARCEL POST SCALE (53) 


Serves large mailers ideally; also 
practical for the small office as it 
weighs only 5 lbs. and can be stored 
in a desk drawer. Capacity, 50 lbs— 
2 oz. fractions. Always returns to zero, 
no constant adjusting. Dustproof, rust- 
proof enclosed mechanism. 


PAPER PUNCH (55) 


This quality-made, popular-priced 
punch, punches, at one stroke, three 
14” diameter holes, 14” from bind- 
ing edge of sheet. It punches one 
sheet or several. No adjustments 
necessary. Light weight and small 
enough to be kept in a desk drawer. 


The coupon below is designed to eliminate writing 


three or four letters to obtain additional information on 
the items apearing kere. Circle those you wish to know co 


more about, clip out the coupon and mail it to THE 
SECRETARY, 610 Wood Street, Pittsburgh 22, Pa. 





Gentlemen: 


formation. 


51 52 53 


Address 
Employed by: ... 








I have circled below those items on which I would like further in- 


Ee eT MATTER ett st DIP! BINS RAY CRS ELEDE VET VON ON Rat VAR, TEU REE MP 


610 Woop STREET 
PITTSBURGH 22, PA. 
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Beauty is yout Business 
by GEORGIA CASH 


Since we have your feet taken care of let's turn our at- 
tention to your legs. Perhaps legs weren’t a subject for 
open discussion in your grandmother's day but with the ad- 
vent of short skirts and even briefer bathing suits, every 
modern business girl knows the value of beautiful legs. So 
—get your tape measure and go back to your mirror. With 
an average height (5’-4” to 5'-6") measurements should be 
approximately 744” to 814” ankle, 12” to 13” calf, 18” to 
20” thigh. 

You are already on your way to ankle perfection if you 
are really working on the exercise we gave you last month 
to strengthen and relax tired feet (walking high on tip- 
toes and then down on toes and heels with arch pulled 
high). The following two exercises are especially for your 
thigh, calf and ankle muscles: 

Place an extra thick book on the floor (you may use 
the bottom step of the stair) and stand on the book with 
weight balanced on the balls of your feet. Raise yourself 
as high as you can using only leg muscles to lift your body 
up on your toes. Come down slowly until your heels almost 
touch the floor without relaxing the tension in the leg 
muscles. Do this ten to twenty times a day. Now stand 
straight with your feet about 15” apart. Try to pull your 





Very truly yours - 


The most interesting per- 
son you know is yourself. 
Every one likes to read about 
their accomplishments—see 
snapshots taken on vacations, 
at formal functions, or with 
a group of friends — hear 
their name mentioned in 
connection with some worth- 
while project or in a social 
way. You enjoy hearing the 
Gypsy's predictions regard- 
ing your future; and who 
hasn’t at some time or other 
kept a scrapbook crammed 
full of party favors, pressed 
corsages, programs, favorite verses and other remembrances. 

Now, Anson Campbell has written a book about you— 
a personification of the American Secretary. 

KITTY UNFOILED is not a “learn how” book. Rather, 
it is an “informal portrait” based on surveys, letters, and 
personal interviews. Actual experiences and real-life situ- 
ations have been woven together to give a true picture of 
you, your job, and your personal living habits. 

This is “literally” about you, and being that, we are sure 
you will want a copy of the first limited edition, personally 
autographed by the author. Copies of KITTY UNFOILED 
will make excellent gifts for your secretary friends. To be 
released January, 1952. Price $3.75. Mail your order to 
KITTY UNFOILED, Reuter & Bragdon, Inc., 610 Wood 
Street, Pittsburgh 22, Pennsylvania. 
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legs together but don’t let your knees bend and keep your 
feet firmly in place on the floor. This is to take that ugly 
curve out of the inside of the thigh. Do ten to twenty 
times a day. 

These exercises are to straighten and develop leg muscles 
and will do wonders for bowed legs if done regularly and 
faithfully. While we're on the subject, don’t cross your legs. 
That little trick probably helped to put those hollows on 
the inside of your thighs to start with. Cross your feet if 
you wish but not your legs above the knees. And DON’T 
wear garters! If you do, leave them off for a while and see 
how long it takes for those ugly red circles to go away. 

Here are a few tricks of “illusion” to help you during the 
time it will take to build the leg beauty you desire: If your 
legs are a bit too heavy wear darker shades of hose—the 
heavier your legs, the darker the hose. Too thin legs will 
appear larger in the lighter shades. Extreme high heels will 
cut down ankle inches. We have always heard that slender 
ankles are the mark of a thoroughbred—but if you feel that 
yours are too slender wear very light weight shoes, either 
sandals or cut-out pumps. Leave the high platforms alone— 
and wear ankle straps instead. 

Work hard at these exercises and choose shoes and hose 
carefully. We don’t say that legs alone will take you up 
the ladder of success but—the lovelier they are, the easier 
the climbing! 

MERRY CHRISTMAS!!!!!! To all you secretaries — 
and here’s hoping the NEW YEAR brings you the best of 
jobs—and the best of BOSSES! What more could a gal 
ask? See you next year with more suggestions for body and 
personality improvement. 





The LADIES by Dorothy Bond 


Reg. U. S. Pat. Off. 
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YOU ASKED ME TO STAY OVER-TIME LAST NIGHT, DIDNT YoU } 








WELL \'M Just DOING NOW WHAT ZL HAD PLANNED FOR THEN! 





(Courtesy John F. Dille Co., Chicago) 
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by HOWARD P. REUTER 


Member of the Allegheny County Bar Association 
Pittsburgh, Pennsylvania 


We were discussing contracts—remember? Now, 
let’s talk about fur coats. 

Jack Pott promises you a beaver coat (not mink) which 
you admired in a shop window. You promise him nothing 
in return. No contract has been entered into, as there is no 
consideration for his promise. Hence, no coat. You will get 
the point, if not the coat. 

“Consideration” may be money, a promise, or any- 
thing of value. It does not have to be of benefit to the 
promisor. It can constitute a detriment. Consideration 
may consist of a promise to refrain from doing a cer- 
tain lawful act, anything the promisor had a right 
to do. 

Grandpa Baldpate, aged 69, was embarrassing his niece, 
Alda Moneybags by dating Sadie 
Squees, a dance artist of the Sev- 
en Veils, and taking her to all 
the promient places in town. 
Alda Moneybags, a society aspir- 
ant, promised Grandpa $5,000 if 
he would stop dating Sadie for 
six months. Grandpa complied 
with the terms and did not date 
Sadie. After six months, Grand- 
pa asked Alda to pay him $5,000 
but Alda just giggled. Grandpa 
sued Alda but the latter claimed 
there was no consideration for 
her promise. In not dating Sadie, 
Grandpa gave up something which he had a legal right to 
do. This was sufficient consideration and Grandpa wins. 

Grant promised Richmond five bushels of wheat in re- 
turn for a gold pen. Richmond changed his mind and re- 
fused to accept the wheat or give up the gold pen. Was 
there consideration? Yes, there was a promise for a promise 
—the promise of wheat for the promise of a pen. Assume 
the wheat was worth $15, the pen $100, would there be a 
valid contract? Yes, although the consideration is inade- 
quate, that will not prevent a contract. The law will not al- 
low you to escape a contract, merely because you made a 
poor bargain. Grossly inadequate consideration is a factor 
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in determining whether a contract was secured by fraud or 
duress, however. 

Mrs. Ella Flutter, agreed to give her mongrel dog, Bud- 
die, valued at $5 to C. Mann, a sailor, in exchange for a 
hand-carved model ship. She changed her mind because she 
was so attached to the dog. Mann sued and won. Mere 
whim or caprice are not grounds for preventing a contract. 

Promises made for the commission of an illegal act, 
are without consideration. Similarly, if one is already 
bound to perform a certain act or duty, a promise to 
fulfill that act or duty is not sufficient consideration to 
support a different agreement. 

Payment of a lesser sum of money will not discharge 
the payment of a larger sum without additional] con- 
sideration. 

Ora Tor owed Snookie $5,000. The latter said, “Pay me 
$4,000 and we'll call it square.” Tor paid $4,000. There 
being no consideration for reducing the indebtedness, 
Snookie was not bound by his statement and $1,000 was 
still owed. 

Personal property has no set value and will support 
a promise in exchange for which something of far 
greater value may be given. 

Ura Palomine owed Doehead $1,000. Palomine offered 
Doehead $500 and a cheap watch in payment in full. Doe- 
head accepted. The debt was canceled as a watch has no 
set value. Either of the parties could have attached greater 
value to the watch for personal reasons. Likewise with any 
item of personal property. 

Where one promises to hold an offer open for a cer- 
tain period of time for another, he has given an op- 
tion. Options require consideration. 

Fay Doutt, who had lost much weight, promised Ben 

Dalittle that he could buy her 
2 reducing machine for $300 in 
the next 30 days. The next 
day she sold it to Ruth Less. 
Ben has no right of action as 
there was no consideration for 
the option. Let us assume 
that when Fay gave the option 
to Ben, he gave her $10 for 
the option. There was consid- 
eration, and a sale by Fay to 
another before the 30 day 
period passed, would consti- 
tute a breach of contract with Ben. 

A subscription to charity is unenforceable if not sup- 
ported by consideration. The promise of others to give 
donations is good consideration. 

D. Wellcher agrees to give his church $5,000 for the 
purchase of an organ. Two days later he changes his mind 
and advises the church not to buy the organ. His promise 
is not enforceable. 

Ewell Paymore agrees to donate $10,000 toward the 
building fund of a new Y. W. C. A. in consideration of 
others who are donating money. Although others subscribe, 
Paymore refuses to fulfill his pledge. There was consider- 
ation for his pledge, namely the pledges of others, and a 
suit against him will be successful. 

Well, now, after all these suits, you will probably never 
again say, “I'll be suin’ you.” Anyhow, may the holiday sea- 
son find you happy, healthy, contented, and well “suited.” 
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Christmas Tips — 


If the weatherman can’t guarantee a white Christmas, use 
soapsuds to whip up your own snowfall. Then spread the 
mixture on the branches of the Yule tree and let it dry in 
lumps, like the real thing. 

Aside from being inexpensive, the best part about using 
dry soapsuds as decoration is the lack of mess both during 
the holidays and when it comes time to take the three down. 

Once the suds dry on the branches, they stick like glue 
and stay in place indefinitely. Apply the suds working from 
the top down to avoid dripping on branches already coated. 
Let dry, then spread on a second layer of suds in the same 

manner. For a sparkling, fresh-fallen affect, sprinkle some 
soap flakes over the second application as it dries. 

Use a rotary egg beater or electric mixer to whip up the 
suds. The mixing is best done in a pitcher or a deep, nar- 
row bowl. A very minimum of water should be added to 
the soap before beating. Whip until the suds are “dry” and 
the consistency of thick cream. 

The soapsuds “drift” just enough to look natural and 
then dry to a textured stiff finish when spread on the 


branches of the Christmas tree—or any other pieces of 
greenery. 


* * * * 


To perk up your Christmas wreaths and bows: wash red 
or green ribbons in lukewarm suds and press right side 
down under a sheet of waxed paper to restore crispness. A 
sudsy sponge will soften and rejuvenate artificial holly 
leaves and poinsettias. Tarnished tinsel will sparkle if you 
swish it through warm suds, rinse, and drop it on a towel 
to dry. For brighter tree lights, wipe each bulb with a sudsy 
sponge—and let them dry well before plugging in the cord. 




















BUSINESS SHOW 
EXHIBITS 
Attend the Business Show 

when it appears in your 

city. The companies plan 

exhibits such as the ones 

p-ctured in this column to ° 
introduce their latest prod- 

ucts and newest designs. | 
Keep abreast of the mod- 
ern trends in office equip- 
ment and supplies by at- 
tending this show. 


National Cash Register Co. 


Remington Rand, Inc. 





Dictaphone Corp. Codo Manufacturing Co. 
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From the Publisher’s Notes - - - 


*THE SECRETARY staff was pleasantly surprised when 
Helen Boyle, National Treasurer stopped in for a brief visit. 
Miss Boyle was returning home after attending the South- 
eastern Regional held in Bedford Springs and the Pitts- 
burgh Chapter’s Boss Night dinner. We cordially invite 
any of you who have occasion to stop in Pittsburgh to pay 
us a visit. 

*Two additional representatives have been appointed to 
the advertising staff of THE SECRETARY. They are: 
Robert F. Blair, 1520 Euclid Avenue, Cleveland, Ohio and 


Edward Brand, Brand and Brand, 1052 West Sixth Street, 
Los Angeles 14, California. 
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Northwest Region I 
Holds Successful Meeting 


The heart of the Pacific Northwest Playground was the 
scene of the Northwestern District Convention, Region I, 
this year. The beautiful Davenport Hotel in Spokane, 
Washington, was the headquarters for this very successful 
regional meeting held October 6 and 7 with the Spokane 
Chapter acting as hostess. There were sixty N.S.A.'ers reg- 
istered with ten chapters represented—Olympia, Spokane, 
Seattle, Wenatchee, Washington; Salem, Medford, Eugene, 
Corvallis and Portland, Oregon; and Coeur d'Alene, Idaho. 

A “Come As You Are” open house was held following 
the Friday evening registration. Each chapter had previous- 
ly been asked to prepare a stunt. They provided a wide 
variety of entertainment—everything from a “Spelling Bee” 
to an “Indian War Dance.” 

Saturday morning the meeting was officially opened at 
9:00 A.M. with Mrs. Rousia L. Hoxsey, Spokane’s own pro- 
ficient Convention Chairman, presiding. The invocation 
was given by Rev. Hugh J. Boyle, S.J., head of the Classical 
Department of Gonzaga University, followed by the salute 
and pledge to the flag. 

Miss Martha Rosamond, estimable hostess Chapter Presi- 
dent, welcomed the registrants and guests to the regional 
meeting preceding Mayor Arthur R. Meehan’s welcoming 
address to the city of Spokane. The welcoming addresses 
were followed by introductions of convention officers, con- 
vention committee, and chapter presidents who, in turn, 
introduced their officers and members present. 

The morning session was devoted to the discussion of 
National programs and activities, local chapter reports, open 
discussions of recommendations, problems and ideas. Mrs. 
Dodge chose the theme “BUILD FOR MEMBERSHIP 
AND EDUCATION” today . . . to insure a brighter to- 
morrow for the Association and the profession it repre- 
sents.” 

The morning session ended with an interesting examina- 
tion of office equipment placed on display around the meet- 
ing room by the following well known firms: 

International Business Machines Corp. 
Imperial Carbon Co. (Panama-Beaver ) 
Remington Rand, Inc. 
Royal Typewriter Co. 
Spokane Office Supply Co. 
Underwood Corp. 
Thomas Whitely Co. (Robotyper ) 
Also included in the display were clever and original 
N.S.A. chapter Scrapbooks and Bulletins. 

The Saturday luncheon proved rather unique in arrange- 
ment .. . “Roundtables of Chapter Activities.” In addition 
to the floral decorations, each table boasted a neat -poster 
indicating the main topic of conversation to be held at 
each table. There were tables for shop talk on Bulletins, 
Civic Projects, Education Programs, I.C.C. organization, 
Membership, Ways and Means, Publicity and a Presidents 
table. 

“The Capering Cop of Spokane,” Leo E. Trickey, pro- 
vided light-gay entertainment during the luncheon. 





This group picture was taken at the Northwestern District 
Regionel Meeting. Front row, 1. to r.: Ruth Stoldt, President, 
are Chapter, Olympia, Washington; Mrs. Ann Dodge, 

N. W. ; Mrs. Margaret Hansen, President, Cascade Chap- 


ter, Salem, Oregon. Top row, Il. to r.: Mrs. Viola Porter, Presi- 
dent, Sacajawea Chapter, Seattle, Washington; Miss Martha 
Rosamond, President, Spokane Chapter, Spokane, Washing- 
ton; Winifred Chapman, President, Apple Capital Chapter, 
Wenatchee, Washington; Esther Johnson, President, Knotty 
Pine Chapter, Coeur d’Alene, Idaho. 


Mrs. Irene B. Nelsen was a most charming luncheon 
speaker—and who could more ably give an “N.S.A. Pep 
Talk” than our our First National President! 


Panel discussions filled the all-too-short afternoon. Each 
panel was comprised of three members from three different 
chapters and each of the six panels were led by members 
from six different chapters. These panels proved to be so 
interesting, worthwhile and well planned that they were 
interrupted only long enough during the afternoon to show 
a motion picture film—"“Electric Typing Time”—furnished 
by the International Business Machines Corporation. 


Entertainment was provided during the Social Hour by 
talented Miriam Klingel, Spokane Chapter Recording Sec- 
retary at the Hammond Organ. 


The United Nations theme was the decorative theme 
for the Saturday evening banquet in the beautiful Marie 
Antoinette Room at the Davenport Hotel. 


Prominent guests were Mr. Harold E. Leffel and Dr. 
Frank F. Warren. Mr. Leffel, honorary member of Spokane 
Chapter and Public Relations Director of Kinman Business 
University, high-lighted his banquet address by leaving us 
with a thought-providing idea—“How Important Is It To 
Keep Up To Date In Our Secretarial Profession?” 


Dr. Frank F. Warren, President of Whitworth College, 
principal speaker for the banquet, gave a spellbinding ad- 
dress on the European picture—“Europe As I Saw It.” 


A novel form of entertainment was scheduled for the 
banquet in the form of gay and colorful folk dances by 
the Spokane Teen Twirlers group. The pageantry of their 
costumes and the liveliness of their dancing tied in nicely 
with the United Nations theme. 

Sunday, while having brunch, the unfinished business of 
the Saturday business sessions was completed. Sacajamea 
Chapter, Seattle, invited the group for a meeting in late 
February and their invitation met with unanimous approval. 
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NORTHEASTERN DISTRICT NEWS 


Mrs. LEO HORCHOW 
c/o J. C. Breyfogle 
74 E. Gay Street 
Columbus 15, Ohio 


GOING PLACES WITH NSA! 
This was the theme of the Regional 
Meeting held in ERIE, PENNSYL- 
VANIA, on November 2-4. News 
from the NE this month gives assur- 
ance that we are doing just that. Mem- 
bership is the keynote challenge for 
this year. We are glad to learn that 
CON BRIO, of Bloomington, Illinois, 
is planning a Membership Tea, with 
invitations going to some fifty non- 
member Secretaries . . . that ALTON 
(ILLINOIS) will be hostesses to a 
membership drive this Fall . . . and 
that the FLOWER CITY CHAPTER, 
Rochester, New York, is dedicating a 
meeting to be known as “MEMBER- 
SHIP NIGHT.” The MILWAUKEE 
CHAPTER initiated ten new members 
in September. 


Forming new chapters is the next 
step in the progress of our organiza- 
tion. The MICHIGAN Chapters are 
proud of their first new group, at ST. 
JOSEPH, MICHIGAN, installed on 
October 30. Mrs. Fern Stalorites has 
been selected as the first President. An- 
other new chapter reporting is WOR- 
CESTER CHAPTER, Worcester, Mas- 
sachusetts, chartered late in May, with 
Miss Marjorie J. Porter, President. The 
HORSESHOE CHAPTER, Altoona, 
Pennsylvania, is planning to install a 
group in LEWISTOWN, within the 
next month. 


Transferees are important to the fu- 
ture of NSA. Dorothy King, Vice 
President of CONESTOGA CHAP- 
TER, Lancaster, Pennsylvania, has 
moved to Long Island, New York, and 
we hope she will join the NEW 
YORK CITY CHAPTER . . . CON 
BRIO feels that their loss in the gain 
of the ODESSA, TEXAS CHAPTER, 
where Mrs. Antoinette McVey has 
transferred her NSA membership 
the SPRINGFIELD CHAPTER (MAS- 
SACHUSETTS) have just issued a 
transfer to Adeline Barboza, who has 
moved to WASHINGTON, D. C., to 
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take a job with the NAVY .. . and the 
COLUMBUS CHAPTER has just wel- 
comed three transferees — Charlotte 
Hubbard, of ROME, NEW YORK... 
Marjorie Dinwiddie, from the MAR- 
ION, (OHIO) CHAPTER .. . and 
Mrs. Edna Van Orman, formerly from 
ALBANY, (NEW YORK) CHAP- 
TER. 


Individual achievement plays an im- 
portant part in the building of a good 
organization. We congratulate Georgi- 
ana Stevens, member of the WATER- 
BURY, (CONNECTICUT) CHAP- 
TER, on her advancement from Secre- 
tary to the Manager of the Hotel El- 
ton, to the position of Assistant Man- 
ager . . . Dorothy Dallas of WINGS 
CHAPTER (DAYTON, OHIO) re- 
cently chosen First Vice President of 
the ASSOCIATED COURT and COM- 
MERCIAL NEWSPAPERS .. . and 
Mary Hurst, President of the TOLEDO 
“GLASS CITY” CHAPTER, for mak- 
ing a three column spread of the Sun- 
day TOLEDO BLADE, on September 
30 . . . the article covered her duties 
as President, chapter activities and the 
national NSA setup, particularly CPS. 


A TV Panel Discussion was ar- 
ranged as a Saturday afternoon high- 
light of the ERIE Regional . . . with 
a TV set placed in the meeting room 
so that those attending might tune in 
on this fifteen minute NSA round 
table chat. Mr. T. Reed Ferguson, Ad- 
ministrative Head of Behrend Center 
of Pennsylvania State College served 
as moderator and answering his ques- 
tions were Mary H. Barrett, National 
President; Mrs. George W. Gleasner, 
Past National President; Dolores Lang, 
National Secretary; and Mrs. Leo Hor- 
chow, NE District Reporter. 


Chapter activities are important to 
the over-all story of our association. 
CROSSROADS OF AMERICA 
CHAPTER, of Indianapolis, is actively 
doing a big job in their local Red 
Cross Blood Donor Center. These girls 
have also found time for a member- 
ship drive. 

MUNSEE CHAPTER, of Muncie, 
Indiana, is taking an active part in the 


Women’s Civic Council of Muncie. . . 
a non-partisan organization whose aim 
it is to give the candidates an oppor- 
tunity to tell why they are running for 
office and to state their qualifications. 
A scholarship award is the sideline of 
the year for this Chapter. The CAM- 
DEN CHAPTER, New Jersey, is spon- 
soring a play, “Light Up the Sky,” a 
Moss Hart production; the proceeds 
will be used for their scholarship fund. 
The Camden County Tuberculosis As- 
sociation has been lucky in winning 
this Chapter’s spare-time services for 
the coming season. 


Publicity-wise, we hail the NEW- 
ARK, OHIO CHAPTER for winning 
third prize with the float they entered 
in the Community Chest Parade . 
together with all their newspaper not- 
ices in THE NEWARK ADVOCATE 

. the WAUKEGAN (ILLINOIS) 
CHAPTER for its recognition in the 
CHICAGO DAILY TRIBUNE featur- 
ing the runnerup to “Secretary of the 
Year,” lovely Mrs. William Lewis, in 
a feature story titled “Study, Hard 
Work Make an Expert Secretary” .. . 
to Cleveland’s FOREST CITY CHAP- 
TER for the full page titled “Back to 
School—Secretaries Seek ‘Super’ Rat- 
ings” publicizing the recent CPS ex- 





The Washington Chapter, Washington, 
Pennsyivania are making plans for their 
first membership drive. Seated on the 
left is Nancy Cronin, Treasurer. Stand- 
ing, 1. to r. Nancy Kindamo, Corres- 
ponding Secretary and Wilma Beeghley. 





ams ... and to SPRINGFIELD, MAS- 
SACHUSETTS for the newspaper art- 
icle, “School Tasks are Explained to 
Secretaries” . . . in which their Super- 
intendent of Schools, John L. Fitzpat- 
rick, called Secretaries, “the ‘eyes, ears 
and brains of industrial American!’” 

The unusual is always interesting 

. the BINGHAMTON, NEW 
YORK CHAPTER reports that The 
City National Bank of their City 
picked up the check for the dinner 
meeting at their first Fall meeting. 
Newly elected President, Ruth Kelsy, 
is secretary to George H. Hale, Presi- 
dent of the Bank, who felt that the 
honor bestowed on his “Gal Friday,” 
was deserving of recognition. 

Plans for state meetings have been 
started by the SYRACUSE CHAP- 
TER, for NEW YORK; READING 
CHAPTER, for PENNSYLVANIA; 
and the CINCINNATI CHAPTER, 
for Ohio. 

SUCCESSFUL Boss Nights have been 
reported by LA CROSSE, WISCON- 
SIN; CANTON, OHIO; LAUREL 
CHAPTER, GREENSBURG, PENN- 
SYLVANIA; ALBANY, NEW 
YORK; SYRACUSE, NEW YORK; 
MILWAUKEE CHAPTER, WIS- 
CONSIN; HORSESHOE CHAPTER, 
ALTOONA, PENNSYLVANIA, and 
PATTERSON, N. J. YORK, PENN- 
SYLVANIA had nine members of the 
BALTIMORE, MARYLAND CHAP- 
TER, also Pauline Miller, President of 
the HARRISBURG CHAPTER, pres- 
ent when they held their recent BOSS 
NIGHT Dinner. Sounds like good 
fellowship! 

WASHINGTON CHAPTER 
PENNSYLVANIA has taken a stride 
forward in the field of humanitarian 
venture in sponsoring the sale of 
tickets for a series of children’s plays 
to be presented by a professional cast 
from the Pittsburgh Children’s The- 
atre. The youngsters will see such out- 
standing favorites as “Jack and the 
Beanstalk,” “Heidi,” “Dick Whitting- 
ton,” and “Rumpelstiltskin.” 

And, to liven our. sense of humor, 
the Reporter of the LAUREL CHAP- 
TER, Greensburg, Pennsylvania, 
writes: “Join Laurel Chapter and Get 
a Man!” Since installation in May, 
1948, four to five of our girls have 
been getting married each year. In No- 
vember of this year, we lose three 
more. 

Yes, NSA is going places .. . and 
aren't YOU glad YOU are an NSAer? 
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Attorney “Sultan” James Dunlevy and these Medford, Oregon secretaries, disguised 
as dancing girls, entertained at the Rogue River Chapter’s annual Boss Night party. 


NORTHWESTERN DISTRICT 
Miss LAURIE MAE SANDERS 
1326 East Ninth Street 
Olympia, Washington 


WELCOME to a new chapter in- 
stalled in October at GREELEY, Col- 
orado!! The secretaries of FORT 
COLLINS, Colorado were hostesses at 
a joint dinner meeting of girls from 
GREELEY and from the LARAMEE 
CHAPTER of Laramie, Wyoming. 
Governor Dan Thornton of Colorado 
was the guest speaker at Executives 
Night Dinner held by the EVER- 
GREEN CHAPTER of Denver. 


The Philanthropy Committee of the 
OREGON TRAIL CHAPTER of Port- 
land, Oregon had 13 girls working in 
booths on the CRUSADE FOR FREE- 
DOM. The chairman of the committee 
was invited for an interview on Radio 
Station KEX, and spoke on NSA and 
the CPS Program. At its annual party 
honoring employers, the ROGUE RIV- 
ER CHAPTER of Medford, Oregon 
presented a “turn-about theater” style 
of entertainment, with stages erected 
at either end of the room. 


SACAJAWEA CHAPTER of Seat- 
tle, Washington invited all neighbor- 
ing chapters to attend its October din- 
ner meeting at which Dr. Fred Tidwell, 
Honorary Member of NSA and Chair- 
man of the Education Committee of 
the CPS Institute, fully outlined the 
various sections of the CPS examina- 
tion. He urged members to observe 
secretarial skills and problems encoun- 
tered in their own offices and advise 


him of the nature and solution of each 
problem, so that the Education Com- 
mittee can streamline the examination 
to everyday problems that only a Sec- 
retary can solve. Mrs. Ann Dodge, the 
Northwestern Vice President, discussed 
the National Membership Drive and 
the meeting of Region No. 1 NW Dis- 
trict, at Spokane, Washington. 


Members of the TALL CORN 
CHAPTER of Council Bluffs, Iowa get 
together for a social good time at 
monthly Canasta Parties. The ROBERT 
LUCAS CHAPTER of Iowa City is 
planning a Handicraft and Food Sale. 
The SIOUX CHAPTER of Sioux City, 
Iowa had plenty of scurrying members 
gathering up the food donated to the 
Halloween Party given by civic, fra- 
ternal and service groups of Sioux City 
for 5,000 school children, orphans and 
handicapped children. HAWKEYE 
CHAPTER members of Des Moines 
took a tour through the Des Moines 
Post Office and are very proud that an- 
other Des Moines secretary who served 
in such capacity for the former gov- 
ernor, is now the Postmaster of Des 
Moines. 


MELIOR VITA CHAPTER of 
Sioux Falls, South Dakota has appoint- 
ed a committee to take over the duties 
of serving at the Veterans Hospital on 
Chaplain’s Night. This chapter cele- 
brated its Seventh Birthday recently 
presenting pins and American Beauty 
roses to six Past Presidents. The MT. 
RUSHMORE CHAPTER of Rapid 
City, South Dakota organized a bowl- 
ing team for its members. 


Seventeen 








FAMOUS AUTHORITY ON 


ETIQUETTE AND AUTHOR 
USES A DICTAPHONE TIME-MASTER 


s the head of a successful corporation, 

Emily Post knows the value of time. 

And as the world’s leading authority on 

etiquette, she knows the importance of 

answering letters and fulfilling requests 

promptly. The new Dictaphone TIME- 
MASTER helps her on both counts. 

Says Mrs. Post: “‘Jenjoy keeping busy but 
I dislike being rushed. My TIME-MASTER is 
the solution. It saves hours each week for 
me and my secretary.” 

Mrs. Post finds the TIME-MASTER dou- 
bles her capacity to get things done. Work 
flows faster. Everything seems easier and, 
actually, her secretary takes dictation 


“Dictaphone” is a registered trade-mark of Dictaphone Corporation. 


DICTAPHONE 


THE GREATEST NAME IN DICTATION 


Dictaphone offices, agents, 
and service the world over. 


and transcribes at the same time. Time 
usually taken for dictation her secretary 
uses for more important duties. Makes 
her a much more valuable assistant. 


You'll second your boss’ enthusiasm 
for TIME-MASTER. Memobelt clarity 
means effortless transcription. Every 
word comes through the tiny Magic Ear 
clear as a bell. Yes, you’re more than 
just a secretary with TIME-MASTER— 
you're a real executive assistant! 


Send for “‘Letter 
Perfect,"” a 76-page 
secretarial handbook. 


DICTAPHONE CorpP., Dept. T-121 ‘ 
420 Lexington Ave., N. Y. 17, N. Y. 


Please send me my free copy of *‘Letter Perfect.” 


Your Name 





c 
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Street Address 





City & Zone State 











SOUTHWESTERN DISTRICT 

GLapys V. BAUER 

1930 Arizona Avenve 

Santa Monica, Calif. 

At “Boss Night” on October 24 the 
HEART OF AMERICA CHAPTER, 
Kansas City, Missouri, turned the 
tables and gave prizes to the bosses 
who proved themselves the best short- 
hand readers. A novel idea was the 
fish pond at ten cents a chance, pro- 
ceeds for the “Old Folks Home” char- 
ity project. Entertainment furnished 
by Wm. Meyers, of the Kansas City 
Police Department, and Bill Vaughn 
Kansas City STAR columnist, rounded 
out the evening. 

Our National Treasurer, Helen 
Boyle took a vacation from the finan- 
cial problems of NSA for a fishing trip 
in the Ozarks. 

MARGARET KELLER, one of our 
competent members of the Policy and 
Procedure Committee and member of 
the LAKE MERRITT CHAPTER, 
Oakland, California, became Mrs. Leo- 
nard Marks in October. 

During football days in October the 
TOWER LIGHTS CHAPTER, Austin, 
Texas had a hot dog stand at the Uni- 
versity of Texas Stadium, which netted 
a nice profit for its second scholarship 
fund. It has established one four-year 
paid up scholarship. 

Previous to a membership tea held 
on November 25 by the ANACACHO 
CHAPTER, San Antonio, Texas, the 
committee contacted 150 prominent 
business men and their secretaries. A 
drawing for seven donated prizes on 
December 4 is the colossal ways and 
means project of this chapter, which 
is anticipated will net them over a 
thousand dollars. 

ALTAMONT CHAPTER, Tracy, 
California is working on the possibil- 
ity of a new chapter in Livermore, 
California. 

Through the efforts of the DEEP 
WATER CHAPTER, Stockton, Cali- 
fornia a new chapter was organized at 
Lodi. The new GOLD FLAME CHAP- 
TER was installed on November 18. 
Plans are also being made for the re- 
activation of a chapter in Sacramento, 
California by the DEEP WATER 
CHAPTER. 

The seven chapters of the Northern 
California Division were represented 
by 24 members attending the Inter- 
Chapter Council luncheon meeting 
hostessed by DEEP WATER CHAP- 
TER in Stockton Sunday, October 14. 














The Secretarian Chapter of San Bernardino, California won 
second prize out of 100 participating floats in the “Covered 
Wagon Days” Parade held October 13, 1951. Seated 1. to r. in 
the front seat are Ruth Crause, ICC Representative and Caro- 
lyn Robinson, President. Back seat, 1. to r. are Cecil Todd, 
Editor and Geneva Switzer, First Vice President. 


Lois Hansen, ICC Chairman of the 
Division, presided. Some of the sub- 
jects discussed were Group Insurance, 
CPS, the NSA Home and the Tourna- 
ment of Roses Float Fund. 

QUEEN BEACH CHAPTER, Long 
Beach, California, held one of the most 
successful meetings of the year at its 
annual Bosses’ Night Dinner, October 
2, at Lakewood Country Club. 

Hilarious entertainment was fur- 
nished by Vera Newcomb of Laguna 
Beach, who wore a gown of 1890 vin- 
tage and sang old songs in the style 
she has made famous at “The Biue 
Angel” in New York City, the Laguna 
Beach “Festival of Arts” and musical 
comedies. 

Marion Darlington, whistler, and 
known as “The Bird Voice of the 
Movies” enchanted the audience with 
her selections. Marion can be heard at 
present in Walt Disney’s “Alice in 
Wonderland” and in “Nature’s Half 
Acre.” 

A Dutch auction and door prizes 
were other highlights of the festivities. 
Members and their bosses voted it a 
most enjoyable evening. 


SOUTHEASTERN DISTRICT 

ODESSA HENSON 

c/o Rich’s 

Atlanta, Georgia 

The ATLANTA CHAPTER, in 
preparation for the District meeting to 
be held there in February, is sponsor- 
ing a Canasta party, the sale of United 
Nations Cook Books, and the sale of 
a Gift Certificate at one of the depart- 
ment stores. They are also joining with 
the other local clubs again this year 
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in dressing dolls for the Salvation 
Army for Christmas. 

The PRESIDENTIAL CHAPTER, 
Washington, D. C. is having its second 
annual “First Ladies Night” (Bosses’ 
wives), in November. Projects being 
promoted: NSA girls staff a ticket 
booth at the Shoreham Hotel selling 
“voices” in annual Variety Club cam- 
paign. They are also selling Christmas 
cards, perfume and gloves. 

O. HENRY CHAPTER, Greens- 
boro, N. C. recently got wonderful 
local newspaper publicity when Mary 
Jane Venable was named their out- 
standing member for the year. 

Members of MALABOUCHIA 
CHAPTER, Jackson, Miss. were for- 
tunate in having their Mayor, Hon. 
Allen Thompson, tell them about his 
trip abroad to attend the Brighton 
Convention. His comments on the eco- 
nomic status of the European countries 
were most informative. Mrs. Thomp- 
son told about Paris fashions. This 
chapter did outstanding work in the 
Community Chest drive. A unique out- 
ing was a ride to a picnic in a “gulley- 
jumping” mule drawn cart. 

GREENVILLE CHAPTER, Green- 
ville, S. C. won laurels for the award- 
ing of a stenographic scholarship to a 
high school student, Miss Bobbie Kay. 
They are hoping to make this an an- 
nual event. Rummage sales have been 
adding for this chapter. 

Judy Beckham, President, and Cleo 
Bagby, Vice President of the HUNT- 
INGTON CHAPTER, Huntington, 
W. Va. recently presented a half-hour 
program on NSA for the “Facts” tele- 
vision show. 


ter, Waynesville, N. 
Louise Gaddy, Clara Davis, Evelyn Carter, Hazel Robertson, 
Mary Sue Crocker, Harriet Tutwiler, Mary Medford, Rufina 
Bright, Louise Stahl, Jimmie Watts. 





In this picture representing the “redecoration” of a room for 
their local county hospital, are members of Mountaineer Chap- 


C.—l. to r. Patsy Rogers, Joy Woody, 


CUMBERLAND, Maryland, re 
cently had as special guest for their 
Bosses’ Night, our National President, 
Mary Barrett. This chapter has been 
fortunate in having outstanding local 
speakers for their meetings. A money- 
making project which this chapter has 
found successful is a gift wrapping 
booth for the holidays. 


WELCOME TO: 

BENTON HARBOR CHAPTER 
St. Joseph, Michigan 

Mrs. Fern Stalorites 

106-A Lake Shore Drive 

St. Joseph, Michigan 
Vice Miss Christine Mildon 
President 1222 Hillcrest Ave. 

St. Joseph, Michigan 

Corresponding Miss Elsie M. Eysenbach 


President 


Secretary 2605 Thayer Drive 

St. Joseph, Michigan 
Recording Mrs. Ruth L. Lanning 
Secretary 1051 Lavette Street 

Benton Harbor, Michigan 
Treasurer Miss Margaret E. Baumeister 


860 McAllister Avenue 
Benton Harbor, Michigan 
LOCKPORT CHAPTER 
Lockport, N. Y. 
Mrs. Helen Bush 


605 High Street 
Lockport, New York 


Vice Miss Marie Newman 


President 


President 7 Vernon Street 

Middleport, New York 
Recording Miss Evelyn Benedict 
Secretary BR. FD: i 


Sanborn, New York 
Corresponding Miss Teresa Condon 


Secretary 410 Meade Avenue 
Medina, New York 
Treasurer Miss Joan Vance 


345 High Street 
Lockport, New York 


Nineteen 





Here's YOUR MAN 


ATLANTA, The Tidwell Company 
AURORA, Panama-Beaver, Inc. 
BALTIMORE, 

Coronet Carbon & Ribbon Co. 
BATON ROUGE, 

Kuhlmann Office Supply 
BEAUMONT, Vondersmith Co. 
BIRMINGHAM, Kime Company 


BOSTON, 

Manifold Supplies Co. of Mass. 
BUFFALO, Century Carbon Co. 
CHATTANOOGA, Panama-Beaver, Inc. 
CHICAGO, Panama-Beaver, Inc. 
CINCINNATI, Panama-Beaver, Inc. 
CLEVELAND, Panama Carbon Co. 
COLUMBIA, S. C., 

A. Hines McWaters 
COLUMBUS, Panama Carbon Co, 
DALLAS, Panama Carbon Co. 
DAVENPORT, Panama Carbon Co. 
DENVER, Commercial Products 
DES MOINES, Panama Carbon Co. 
DETROIT, Panama Carbon Co. 

EL PASO, The Office Supply Shop 
EVANSVILLE, Panama-Beaver, Inc. 
FORT WAYNE, Panama-Beaver, Inc. 
FORT WORTH, Mayton & Roddy 
HARRISBURG, 

Coronet Carbon & Ribbon Co. 
HOUSTON, 

Benson Carbon & Ribbon Co. 
HUNTINGTON, 

Huntington Typewriter Co. 
INDIANAPOLIS, Panama-Beaver, Inc. 
JACKSON, Standard Stationers 
JACKSONVILLE, FLA., 

Panama Carbon Company 
KANSAS CITY, Panama-Beaver, Inc. 
KNOXVILLE, Panama-Beaver, Inc. 
LOS ANGELES, 

Wilson’s Carbon Co., Ltd. 
LOUISVILLE, Panama-Beaver, Inc. 


_ MARQUETTE, 
Upper Peninsula Office Supply Co. 
kK MEMPHIS, Panama-Beaver, Inc. 
= i MIAMI, Panama Carbon Company 
. ae MILWAUKEE, Panama-Beaver, Inc. 
f Py MINNEAPOLIS, Panama Carbon Co. 
> MOBILE, Office Supplies, Inc. 


MONTREAL, CANADA, Stencils Lid. 
NASHVILLE, Panama-Beaver, Inc. 


No doubt about it, my Panama-Beaver Man has made my work better looking and NEW ORLEANS, Panama-Beaver, Inc. 
easier to do. Somehow, I just had confidence in him and decided to cooperate with ag Baw 


RK, 
Mutual Ribbon & Carbon Co. 
him all the way. In short order, I was hearing strange noises like “do we have a new WUT ti. Colomin Astoohions 
H ° : . 99__ 6 H ? OKLAHOMA CITY, Branham’s, Inc. 
girl handling our mimeographing”—“say, this letter looks good enough to frame! po gg llama tome te Bacen 


Suddenly I’m appreciated around here and it was only weeks ago I wondered if gE 
anyone noticed anything other than how cute I pouted when my eraser wouldn’t PEORIA, Panama-Beaver, Inc. 
PHILADELPHIA, 


erase! So giving credit where it is due, I sure am happy I followed my Panama- Carbon & Ribbon Service 
PITTSBURGH, Panama Carbon Co. 


Beaver Man’s recommendations. Now that I think of it, many of his changes didn’t PORTLAND, Simmons Carbon Co. 


get a sale for him directly but they sure have put our work on even terms with the TE dies & Simin, tei. 


finest I’ve ever seen! ROANOKE, Caldwell Sites Co. 
“ ROCKFORD, Panama-Beaver, Inc. 
Know what? That Panama-Beaver Man is as welcome as payday here. And all ST. LOUIS, Panama-Beaver, Inc. 
H “4 ST. PAUL, P. Carbon Co. 
our help feels that way, including the boss. I understand the Panama-Beaver Man post en, esd Aauhoeoe Se. 
has him really enthusiastic...seems that the Panama-Beaver Man knows how to cut SAN FRANCISCO, Panama Carbon Co. 
SOUTH BEND, Panama-Beaver, Inc. 
office supply and work costs, too! SPOKANE, Imperial Carbon Co. 
TAMPA, Stallings-Jenkins Co. 
TERRE HAUTE, Panama-Beaver, Inc. 
TULSA, Panama Carbon Company 


A Happy Holiday Season to You— wamentent 


F 4 = Coronet Carbon & Ribbon Co. 
epee. Metal Shuncia-Litdeth Mlace WAUKEGAN, Panama-Beaver, Inc. 


WICHITA, Panama-Beaver, Inc. 
WINNIPEG, CANADA, 
CALL YOUR LOCAL PANAMA-BEAVER MAN Saboaysaoewitel— 
0 tp} 
UWE 


G. R. Bradley & Co., Lid. 
) g 
#: 
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INKED RIBBONS FOR EVERY OFFICE MACHINE CARBON PAPER FOR EVERY OFFICE USE DUPLICATING SUPPLIES NEEDED IN EVERY OFFICE 


Billing & Bookkeeping Machines Accounting Carbon Paper Payroll Carbon Paper P. B. Master Backing Sheet Duplicating Carbon Paper 
Pencil Carbon Paper Patented Racer Arms Unimasters for all liquid, 
spirit or chemical machines 


Accounting Ribbons 
Adding Machine Ribbons Multilith Ribbons Billing Carbon Paper 
Addressograph Ribbons Portable Typewriter Correspondence Carbon Printers’ Carbon Paper Mimeograph Unistencils 
Ribbons Paper Register Rolls—All machines Mimeograph Stencil Inks 
Legal Carbon Paper All widths, all windings Correction Fluid Music Masters 
Lustra Hand Cleaner 


Bookkeeping Ribbons Ebony Unimaster 
Carbon Paper Ribbons Teletype Ribbons 


Electric Typewriter Typewriter Ribbons 


ALL SIZES.» ALL COLORS «+ ALL INKINGS + ALL LENGTHS + ODD SIZES 
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